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JOB SPECIFICATION 
 

POSITION DESCRIPTION 
 

Position:  Territory Sales Representative 
 
Responsible to: National Sales Manager 
 
Location:  Windsor Architectural Hardware Head Office, Invercargill New 

Zealand 
 
Purpose:  To proactively take responsibility for existing and prospective 

customers in the relevant regions, ensuring their requirements are 
met and expectations are exceeded in order to strengthen the 
company brand and meet sales goals and company objectives. 

    
 

Key Responsibilities Performance Standards 

Sales  

Implement strategies & tactics to grow key 
accounts in target segments, strategic partners 
and new market segments. 

- Effective and timely management of 
incoming sales enquiries ensuring all 
opportunities are followed up as per sales 
strategy. 

- Service existing accounts, obtain orders, 
and establish new accounts by planning and 
organising daily work schedule to call on 
existing or potential key accounts.  

- Prepares and presents accurate quotes to 
customers in a timely manner. 

- Forecast sales and provide reports to Sales 
Manager.  

- Reports all lost sales and causes to the Sales 
Manager. 

- Achieves personal objectives and set sales 
targets. 

- Develop sales forecasting and business 
plans for each assigned customer. 

- Effectively communicates with the Sales 
Manager, keeping them informed of any 
issues or concerns with the products or 
customer complaints. 

- All customer interactions are accurately 
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recorded in the CRM system on the day of 
interaction. 

- Identifies opportunities for new business 
and refers these to the Business 
Development Manager. 

- Market feedback and opportunities 
communicated to correct channels. (i.e. 
Product ideas passed on to NPD Team). 

- Maintains an up-to-date knowledge of   
Company services, products and 
promotions in order to be able to advise 
customers accordingly. 

- Attend market events (i.e. Trade Breakfasts) 
to maintain and build customer 
relationships and enhance the public image 
of the Company.  

- New Promotional Campaigns and Product 
Launches are implemented in accordance 
with campaign plans as directed by the 
Sales Manager. 

- Store Displays and Merchandising 
maintained, and feedback and suggestions 
are reported to Marketing on all sales calls. 

Customer Relationship Management 

Effectively manages existing customer 
relationships 

- Establish and maintain strong relationships 
with existing and new customers within 
relevant regions 

- Undertakes regular face to face meetings 
with customers 

- Proactively communicate with customers to 
ensure they are satisfied and to identify 
opportunities and assist with future needs 

- Facilitate and/or present product 
demonstrations and trainings as required. 
 

- Customer profiles are updated and 
maintained accurately within CRM system 

Customer Service 

Delivers high standards of customer service at all 
times. 

- Customers are greeted with enthusiasm.  

- Customer enquiries, phone calls and emails 
are responded to promptly. 

- Takes every opportunity to increase the 
positive public profile of the Company with 
active personal involvement and 
participation at relevant events. 

- Make every effort to be aware of, and 
where possible, exceed customer 
expectations regarding turnaround times 
for quotes, orders, queries, etc. 
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- Maintain effective communication with 
customers, providing realistic timeframes 
and keeping them informed of progress and 
any unexpected delays as necessary. 

- Handles customer complaints, queries or 
concerns with proficiency, courtesy and 
professionalism following through to 
resolution and escalates more problematic 
and/or sensitive issues to the Sales 
Manager. 

- Refers any specific queries beyond own 
knowledge or experience to the Sales 
Manager/Technical Advisor to ensure 
customers receive accurate and up-to-date 
information. 

Team Responsibilities 

Work effectively as part of a team. 

- Maintains effective communication with 
Sales Manager and all team members. 

- Contributes to a fun, supportive 
environment. 

- Contributes to the team, by letting others 
know information that may be useful or 
important. 

- Demonstrates a positive attitude to learning 
new things, receives feedback and modifies 
actions accordingly. 

Training & Personal Development 

Participate in, and take a positive approach, to all 
training and development opportunities. 

- Be open to, and take a positive approach, to 
any constructive feedback offered regarding 
performance of tasks and development of 
skills, and then adapt the way work is 
performed accordingly. 

- Maintain up-to-date general knowledge of 
Company services, products and 
promotions in order to be able to advise 
customers accordingly. 

- Participate    in    training, seminars    and    
other development initiatives. 

To lead, promote, encourage and support 
health and safety practice 

Provide leadership and input into the 
development of the overall health and safety 
functions of the business, e.g. policies, 
procedures, structures, and plans.  

 

Ensure the workplace is safe through 
undertaking appropriate Health, Safety and 
Environmental practices. 

 

Undertake correct reporting, recording and 

- Actively be involved, implement and adhere 
to all company health and safety policies 
and be aware of your own responsibilities 
and actions to ensure a safe workplace for 
all employees and visitors. 

- Ensure all direct reports are aware of and 
adhere to all company health and safety 
policies and practices. 

- Have a sound awareness of the known 
hazards listed for the areas of your work. 

- Lead and positively participate in workplace 
health and safety initiatives. 

- Report all incidents, near misses and 
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investigation of accidents, incidents and risks. 

 

accidents.  
- Be aware of your own workload pressures 

and personal responses to pressure and 
report these to your Manager or HR as early 
as possible if you feel your wellbeing is 
being compromised. 

- Maintain a strategy for personal 
management of workload pressures and 
personal responses to pressure. Contact 
support agencies (supervision or EAP) if you 
feel your wellbeing is compromised. 

- Responsible for reporting all incidents and 
reportable events including near miss 
incidents according to WAH Policy and 
Procedures. 

Sundry Duties 

Undertake any other duties as required by the 
National Sales Manager. 

- Additional duties are willingly carried out 
when required. 
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PERSON SPECIFICATIONS 

 
 

1. CORE COMPETENCIES 

 

Competency Definition 

Communication Expressing ideas effectively in individual and group situations 
(including nonverbal communication).  Adjusting language or 
terminology to the characteristics and needs of the audience.  

Initiative Making active attempts to influence events to achieve goals, self 
starting rather than adopting a reactive approach, taking action 
to achieve goals beyond what is required, being proactive. 

Work Standards Setting high goals or standards of performance for self, 
subordinates, others and the organisation, being dissatisfied with 
average performance, self imposing standards of excellence 
rather than having standards imposed by others. 

Analysis and Problem Solving Securing relevant information and identifying key issues and 
relationships from a base of information.  Committing to an 
action after developing alternative courses of action that are 
based on logical assumptions and factual information and that 
take into consideration resources, constraints and organisation 
values. 

Persuasiveness/Sales Ability Using appropriate interpersonal styles and communication 
methods to gain acceptance of an idea, plan, activity, or product 
from prospects and customers. 

Computer Literacy Knowledge and experience in contemporary software packages. 

Customer Service Orientation Proactively developing customer relationships by making efforts 
to listen to and understand customers (both internal and 
external), anticipating and providing solutions to customer needs, 
giving high priority to customer satisfaction. 

Quality Orientation/Attention 
to Detail 

Accomplishing tasks through concern for all areas involved, no 
matter how small, showing concern for all aspects of the job, 
accurately checking processes and tasks, maintaining 
watchfulness over a period of time. 

Teamwork/Collaboration Working effectively with team/work group or those outside 
formal line of authority (eg, peers, senior managers) to 
accomplish organisational goals, taking actions that respect the 
needs and contributions of others, contributing to and accepting 
the consensus, subordinating own objectives to the objectives of 
the organisation or team. 

Safety Awareness Being aware of conditions that affect employee’s safety. 

 
 

2. QUALIFICATIONS 

• Ideally training in customer service or sales or relevant sales/marketing related 
qualification. 

• Clean and valid full Driver’s Licence – Class 1. 
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3. EXPERIENCE 

• Ideally five plus years experience in sales role or similar, preferably within same or 
related industry 

• A sound knowledge of door, cabinet, window and letterbox hardware products. 

• Competence with MS Office – Word, Excel and Outlook. 

• Excellent communication and personal presentation. 

 
 
Agreed by: 
 
_________________________________________ (Job holder’s signature) 
 
 
 
_________________________________________ (Manager’s signature) 
 
 
 
________________________ Date 


